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of the program. Bart I cover* preparation of record* control schedules 
and Bart II outline* procedure* for the retirement of record*. 


OSw objective of record* disposition i* the preservation of record* of 
continuing value and the systematic aliadnatlon of all other records. Such 
action aat ar i ally incroaaa* the o se f u lnea a at the records preserved, and 
substantially reduces the co*t and effort of resort topping, ?o assist in 
achieving this objective, unifora method* and procedures have bean established 
and published herein for the information, and guidance of all personnel 
concerned In the execution of ra^penaibiiitias in the progruu. 
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Fart I. Records Control Schedules 
SSJCT1CK X* GENERAL 


1* Qgggxgl Flan * The Records disposition program provides for establish- 
amt of a ' uniform plan for the preearvetion, retirement* transfer, and 
destruction of records- The fOrr*ilation of this plan for the disposition 
of each type ear series of records trill be expressed in the font of s 
Records Control Schedule and sill provide for; 

a* The selective preservation of peratnently valuable records 
reduced to the olnlmim consistent with all interests of the Agency. 

b. The expeditions and systematic removal and disposal of teBfforarily 
valuable records* inc ludin g their reduction to the ainl/aaa consistent with 
the administrative and operating needs of the offices of the Agency. 

2. Records Control Schedules . She preparation of Records Control S ched ules 
i* a rs<fliraaent of the General Services Administration Itegulations which 
are issued under authority of the federal Records Act of 1950. (See Exhibit I). 
Their preparation and application are an approved mam of systematically 
effecting the preservation* retirement/ and destruction of records. 

Form Ho, 139* Records Control Schedule* (See Exhibit 2) been developed 
for use la this Agency and provides the -means for iciplecnemting the Agency 
disposition program. 


3* General Disposition Policies . The following policies will govern the 
disposition of records created and acquired by Agency activities and w ill 
be carried out in full accordance with Security Regulations of the Agency 
and the opinion of General Counsel, Oct. 2, 1950 (See Sxhibit 1, Paragraph 2 g. ) . 

a. Preservation. Records created or acquired by any activity which 
are worthy of preservation as a port of the permanent archives of the 
Agency will be identified and retained as prescribed by this Handbook. 

b. Rstireaent. Records crvited or acquired by any activity incident 
to the conduct of its business will be retired, to the Agency Records center 
in accordance with the procedures outlined in Part XI, Retirement of Records. 

c. Transfer* when records created or acquired any activity are 
transferred to another Agency component appropriate changes shall be '- v >A- 
on the Records Control Schedules (See Section VII) maintained in both the 
transferring and g aining organisational ©leraents. The transfer of records 
from the custody of this Agency to that of another e»eutlve agency will 
be accomplished in accordance with the provision of Title 3, Section 301* 
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of the Regsuatioais of the General Services AdaiiUstration. That regulation 
provides that such transfers shall be accomplished only with the prior 
written approval of the national Archives and. Records Service. The Agency 
Records A&ainistration Officer will obtain this approval. 

d« Disposal. Records created or acquired by any activity incident 
to the conduct of its business will be destroyed in accordance with the 
procedures outlined by this Handbook. 
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SECTION IX. DUKBB AND SESPOKSIBILirBSS 
k. Program Objectives , 'J3te objectives of records disposition are as follows 

a. The esta b l iahs eat and preservation, on a continuing basis, of a 
complete set of records reflecting the Ission of the Agency, its organiza- 
tion, functional administrative policies and procedures, and overall 

acco spliah. <ents, including therein all documentary material* having 
administrative, legal, fiscal, or historical significance, of long tine 
or permanent value, 

b. The establifesent and operation of a system of supervision, 

facilities, procedures, and instructions -which sill assure the prompt dis- 
position of records no longer frequently raftered to or of no further value 
in the conduct of current business by retirement to the Agency/ Records 
Center or by authorized destruction. 


c. ®ss development of wstum for .making available to auf vorized Agency 
activities the experience and date that Agency records contain for planning 
purposes, for conducting current business, and for historical or research 
purposes. 


5 . 


Dire ction . Standardisation of csrthods and procedures is neees- 
le for the effective -vanagenant of records* Agency records 


sary and deal: 

that have permanent or longtis® ad-rdnistmtive, legal, fiscal, or 
historical value are safely stored in the Records Center for preservation 
when no longer needed for the conduct of current business or upon deactiva- 
tion of an activity. In order to facilitate the processing, storage, and 
servicing of the records received by the Records Center fm a various 
activities, they should be unifarnly arranged, packed, and processed in 
accordance with prescribed criteria. Forthenore, it is important that 
authorisation top the disposal of records, granted by the Archivist of the 
United States and Congress, to uaifbrsOy and accurately interpreted. To 
effect the coordination required to attain these objectives, responsibility 
for adratnlstration of the program is delegated to the Agency Records 
Administration Officer. 


6 . 


n Administration . 
for* ** 


The Agency Records Administration Officer is 


a. Staff guidance, assistance and coordination of the Record* 
Administration Program, including the Issuance of any inatructiona 
necessary to Ijpletaeact the -methods and procedures prescribed by this 
Handbook, and the attainment of the objectives of the Program. 

b. Review and sriroval of Records Control Schedules governing the 

<5i.J0.lU0B of reeori. uco.-uUtafi by owll » tloml ot t*. 
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e. Baview and. approval of all recoiisaeadatioaa for the destruction 
of records, axel the subsequent ^operation and submission of request* 
to the Archivist of the United States and Congress for authority to 
destroy the records as prescribed by api&icable statute*. 


d. ln<k>ctrlnation and training of aai^gonent Records i 
Officers d asiaastted by the Deputy Directors in accordance with 
( 2 ) 


e. Monitoring and inspection at all records disposition activities 
of the Agency. 


f. Bstablishjsat and {maintenance of a facility for the storage 
and servicing of noncurrent records of the Agency. 

g* Collection and consolidation of statistical and factual data 
necessary to effective aaaogeisent of the Agency program. 

7« -Rrognaa Xi a pl esa a n tatlon. fhe role of the co:.tponeni Records Management 

am in attaining ^gna 

detailed explamtiona of .sethoda and procedures described in this Handbook 
will supply lnforaation necessary to enable him to understand and carry 
out his responsibilities . Component Records Management Officers ore 
specifically responsible for: 

a. Supervision ewer the proper disposition of all records created, 
acquired, or aOntained by organizational elements under his Jiuisdiction. 

b. Conducting records disposition surveys for purposes of 
collecting and recording information necessary for the preparation of 
Record* Control Schedules and l^pleaentlng other aspects of the program. 

c. Preparation of Records Control Schedules for activities under 
his 4urisdietioa sal submission of such schedules to the Agency Records 
Adainiotratiori Officer for review and approval. 

d. Keeping the schedule m ? bo date by making any necessary 
revisions and aibmitting such revisions to the Agency Records AdULrdetratiori 
Officer for approval. 

*• Submission of reco;ssaendaticaas to the Agency Records Adminis- 
tration officer for the procurement of authority for the destruction of 
records .not covered by existing Records Control Schedules. 

f . Application of approved Records Control Schedules, ir*v)iWHn g the 
segregation and prompt destruction of records authorised tor disposal , or 
their retiresaeRtta the Records Center when their scheduled retention in 
office space has expired. 
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g. Suporvisioti of the arrangement and packing of toe various classes 
of records and their retire sont to the Records Center for storage in 
accordoiico with imart II of this Jaaflbook. 

h. Compilation of data for report® required for effective :.sanage mant 
of tiie program. 

3. Records Disposition Report . I’o provide a osasuro of the progress and 
offectivcaaess of' the program,’ cocpowset record* officers will submit a 
report not later than tbs fifteenth of Au*pmt of each pear to the Agenoy 
Records Ad: ministration Officer. Ibis report, in aeso randua foam, will 
consist of consolidated statistics, on the retirement and destruction of 
records accumulated by the organisational deaeat over which he has 
Jurisdiction. A3 1 paper and photographic records, and sound recording*, 
including papers identified in paragraph 27* will be reported. Cpantities 
of records will bo expressed in ter. vs of cubic feet an the basis of the 
asasuraoBOb arid conversion for-arla prescribed in ibdiibit 3. Sbt following 
data will be reported: 

(1) Record* on hand at the beginning of cubic foot 

the fiscal year. — 

(2) Records destroyed in omrrent-files cubic feet 

area during the fiscal year. 

(3) Records on btnsd at the end of the cubic feet 

fiscal year. 
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SBCTIQH III. TBRMBMUSX 

9* General . Records Adrrdnistraticm is a field of a&nag&iiaat of 
relatively recast development. !Ehe tar. a? that have teas either "coined” 
or ’applied” Is this field, visile gradually being accepted by coaasan usage, 
are not yet standard in their seaming and application, To avoid misunder- 
standing, definitions of ttmnc used in the text are provided. 

10. Records . 

a. Stetuatory Definition. 'Bae word recouds” is defined by statute 

as including: All books, papers, naps, photographs, or other docuautary 
material, regardless of physical for.: or characteristics , ade or received 
by any agency of the United states Govemaent in pursuance of Federal lav 
in connection with the transaction of public business and preservation by 
that agency or its legitimate successor as evidence of the organization, 
functions, policies, decisions, procedures, operations, or other activities 
of the Government or because of the ixrfor.Tatioa&l value of date contained 
therein.” statute specifically excliuiea fro.: the definition of tee 

work "records" library and aaseua laaterial made or acquired and preserved 
solely for reference or exhibition purposes, extra copies of docuraents 
preserved only for convenience of reference, and stocks of publications and 
processed documents. 

b. Interpretation and Application of Definition. Xhe statutory 
definition of records does not answer all tee specific problem test arise 
in the process of identifying documentary materials as records, or in 
deternining tee disposition of a particular group of records. In approach- 
ing these problems it is beat to assume the .raterials are records until 
proven otherwise. Use Agency Records A&iinistration Officer should be 
consulted in resolving such questions . 

c. Source of Documentary mteriala. 2he definition of records 
specifically includes these documentary eterisls bote =na&e and received 
by an agency. Jtocumeateyy materials acquired by this A gancy froa any 
source incident to its activities test become possessions of the Agency 

are subject to tee disposition policy and procedure prescribed by the statute, 

d. Status of Documentary Material, fhe language " preserved or 
appropriate for preservation" indicates teat the intention regarding •v&uxtb®*- 
a document serve or not serve as a "record" is an Important element in 
determining teat particular toettvwitery aaterials are "records” within tee 
meaning of the definition. This language also covers instances toere, 
although tee intention that the sterials not serve as "records" is clear, 
the nature of tee date the materials contain may --sake teas: ' appropriate for 
preservation' and subject to tee provisions of toe statute. 
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e. Character of Documentary Material*. The definition ©*SK#lif!e* 
the dsaracter or nature of the aterials by specifying those -Msrterials 
that contain evidence of the ortpnlmtioii, function*, policies, procedures, 
operations, or otter activities. i%ese jatarials my be of either temporary 
or permanent value. It is significant that, by interprets Ion, nearly 
every ccaxseivabl® type of docu/ientary material can be brought within the 
meaning of this Xarygaage. 

11. Dispoaitian . The terra ‘disposition” as used herein includes any and 
all ;)cE» ' olf electing a change in the custody or the existence of i*ccord»i 
i.e., the preservation, retires sent, transfer, and disposal (destruction) 
of records. 

a. Preservation. The safeguarding of selected records, for 
permanent retention, necessary to document the oi'gaiiisation, functions, 
policies, decisions, and procedures of the Agency. 

b. Retires mrfc. Although several ctxmotations have boon given to 
the "retirei-jant" of records, the tear..; as alloyed by this Handb ooi will 
Mean the res.ioml of records from office space to the Becord* Center. 

c. Transfer. The transfer*, or change of custody of records, from 
one organisational unit or agency to another is another .odiu. contemplated 
by the term M disposition'’ as used in this "iandbook. 

d. Disposal, iter-!! "disposal” as used heroin is distinguished from 
the general tern disposition" by the fact that disposal pertains Maly to 
the destruction of records. 

12 . Current and Honcurrant Records , lb® records with -which the Records 

Prograa ’ Ts '" (ScSaris^ fSEl into two classes: ’ currant” and 
’ rxnacurreat.” For the purpose of clarity and to prevent any isunder- 
atanding the term* ” current and ' noiicurrent’’ are used intsxchaageably 
with "active” and ’'inactive" records. ' Current records" are frequently 
referred to by the activity that accuulates them into the conduct of 
current business and their retention in the office is necessary for the 
functioning of the activity. ‘Kcaicurrent records" are thews records which 
are no longer frequently referred to by the activity that accwsulate* the;:. 

13- Other Terminology 

a. Records Managaassa t Officer . An individual -Who Is designated and 
assigned the responsibility for administering a records msm&asm^t progxsof 
for a specific organizational ele>«nt. 

o. Current Files Area. File rjnnn, wnnial 1 y aCfiiaa utilized 

by the office or adsinistretiw unit l&ieh creates and acquires records. 
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c. Cut-off To chiii cgae. Bus systematic mtam for periodically taar ralnattpg 
a file eerie# to provide for it# retirement aad/or destruction. Also 
refiwTed to as ,; BreaMagf’ file#. 

d. Disposal Standard. Use intention period established wad approved 

in accordance with statutory raguiremnts governing the destruction of records. 

e. Evaluation. TSm process of deters sluing the administrative# fiscal, 
legal, or historicml value of records. 

f. Records Center. She facility established for the receipt# 
yainteuaace, servicing# and disposition of the nemeurrent records of the 
Agency. 

g. Records Control Schedule. A written plan (See Section VI) fear the 
disposition of records. It includes the following information: 

(1) An identification of the series of records of each function 
or organisational unit that should, be pr ese r ved and a plan for their 
retirement. 


(2) An identification of the series of records of each function 
or organisational unit that are disposable and a plan for their periodic 
disposal or retirement prior to disposal. 

h. Records Series (Fils aeries}. A group of closely related records 
identified with a specific function mA maintained in accordance with a 
single system of arrangenent. 
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SflCTIGH IV. BffiPGSXTIOB SURVEY 

Objective . A record# disposition survey la conducted for toe prtcsary 
purpose of ceOlsctiag and recording factual information on each series of 
records. Sufficient and accurate data mot be obtained on each records 
series for lie proper evaluation and appraisal in torus of acLdnistzstive, 
legal, fiscal, and historical value. The factual inforr.ation obtained on 
each aeries and its evaluation stated in tto» elements, for its cut-off, 
rettoea&at, and/or destruction, are essential for the preparation of 
Records Control Schedules . 

15- Method of Collecting Deta> ’Bis preferred method of collecting data 
for the disposition survey is for tbs component Records ttaagomnt Officer 
to take an inventory of all file# atotained by his organisation. Detailed 
procedm"©a for taking such an inventory am listed in ^rsgraifa 17* 

lb. coverage . For the initial preparation of Beeord# Control S che dules 
and for a nn u al review of schedules thereafter, a eoji^xe&ansive survey 
2 iet be rade of records aintainod in ell orgsnizatioiml desalts. This 
survey will cover ©11 file aeries ijjcl tiding both record and oonreeord 
materials, in addition, all space in filing eqpipaeBt utilised for 
purposes other than for the housing of records will be recorded, '^rfp 
include file apace reserved far expansion, overnight storage, and equip- 
*•**& stooage, and for housing other sterials not included on the Records 
Control Schedule (see paragraph 26). Ibis additional infor.aation, though 
not included in the schedule is useful for detecting and controlling 
filing equip, out utilization practices . 

i?* rrepeuration .- Before beginning too survey there are three require ent& 
necessary for an to ta l l i g an t and practical, approach to the problecu na- ely , 
proper nutitorisation, background data, and assistance. 

e. proper Authorisation. Authority fear the survey should be obtained 
by the Records ; anagei.«nt Officer from Hie Chief of toe component concerned. 

b. Background Date, decure and study organisational charts, reports, 
regulations, od Inistrative orders, directives, and controls regarding the 
activities, functions, and procedures of the organisational ele jert . 

e. Assistance. Secure the naae# of individuals to be consulted to 
each organisational unit. Basse Individuals should be at such an 
or gani es tional level that they can speak authoritativiy on the adrtolstre- 
tive value of or need for the records. 

18. Conducting toe Survey . For:.-, Ifc>. 13 8 , Records Survey work Shee t, 

(See 15SJHK4) X5 tbe S^orawanded fcarta for racordJjM the toforaatioa 
collected during a u^eores • urve 2 r * Copies of these funis may be obtained 
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fro,, the Agency Records Officer. In order to prtpsre oea- 

prahensive Records Control Schedules sad to prcierlysnaly^ axtfj^uste 
tte results obtained it is essential that s Work Sheet be leered for 
each records series ss outlined below: 

a, Date. Snter the es s went date of the warvey. 

b. Office, Division, Branch, and Section. Snter the organisational 
elements down to the unit rwintalniag the files. 


c. 


Location. Eater building ass or ausbs r and rows naiber, 


d. jfese of File. 73*a title selected for the file scries should be 

descriptive, aelf-easdanatory, and consistent with the 'JjfJSS-* 

office u sing and imintaining the file. If applloatole, It is best to assign 
the title by -which the using office identifies the file aeries . ^ In other 
words, the title selected should not be foreign to the war of the fie. 

3ee p a rag rap h ZJ «***»* gives instructions for general eetogorla# ottilim 
wito^e£-dto standard titles prescribed. In addition, 2w? lAU 

be identified by title in the fattowlsg awj| n ^Sicable 

’'Division Subject File”, or "Branch Subject File , ^li^ever is % ; ,licabin. 
Uniformity in use of nan»s of files is desirable toen toe saw type of 
file is .mintained in two comparable organisational elements. JPor example : 

A file designated by title as "Mail Control File'' in am division should 
be similarly naasd when found in ft comparable organisational elerjent. 

e. C ustodian . Inter now of the uustodan or the person i* 
responsible ferthe files. Also eater the telephone exemoion so that 
prhblea arising later nay be settled by telephone. 

f. inscription. Bais is the aost ^ 

conduct!^ a records disposition survey, 

should obtain answers to <*wstions such aa these; What or 

use of the record! Where flow it ornate wd ^ ifcrt rfflowis U 
distributed Which is the official file oopy? ifew is the record filad. 
tfhat is its relationship to other records/ Such questions are obviously 

accuracy and co^mjleteness in this detail cannot be ovarer^hasised if 
proper values era to be assigned to records. Therefore , 1 
will contain a drecrtptton i ne l u& h g , but not litaited to the followijig: 

( 1 ) Description of Documents. To eliminate any doubt as to 

the identification of the file a representative T1 _.„ 

of the types of docuassits asking up a fils series should E ^ c ° 3 ^* 
form numbers and titles and the presence of any correspondence, r»raorandu.a, 

cables, dispatches, reports, etc. 

(2) Function of the File. Give a brief state ant of the specific 
operation process that creates the file. Biis statement Should reflect 
the use of the file and toe purpose toe file eerves. 
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(3) S’fegpency of Use. B» activity of a file or the approximate 
amibea: of references made to a file fear a specific period is a dsterminiag 
faeto** for the eatahliifaaeoEt of cot-off dates sod dieposition procedures 
after cut-off , 

(4) Barbra copies Existing. If there are copies of thes e 
docuiaeats maintained at another file location record that Inferartton here. 

Such entries right be; "Extra copies filed in Branch Subject pile", 

"Extra capias filed in Reeding Pile", etc. If, for instance, the file series 
being surveyed were the extra copies, with the official or record copy 
mix fa tet ** elsewhere, a proper notation -light be: Record ©spies fjted in 
Office Subject Hie", etc. 

g. Arwepoeut. Indicate the filing arrangement of the record 
series. ‘Hals should be recorded in brief statements such as: 

’’ Alphabetically by Surname" , "Alphabetically by Subject”, "Bueeriealiy by 
neqiisitiaa Jteber", etc. 

h. inclusive fetes. Buber the date (year only) of the oldest document 
in the series and the date (year only) of the cost recent documnts. If 
the file arrangerienfc is anch that this information is not readily apparent, 
a brief aanplluig of the material should reveal the nest characteristic 

date coverage. 

i. Sise of Records. Check in appropriate squares the sise of the 
records and enter the cubic feet of records in the box provided* Cubic 
footage should be computed in accordance with the table of standard measure- 
meats in Exhibit Bo. 3. 

J. Bquipmanfc Occupied by Records. Check in the appropriate square 
the type of filing equipment housing the records end enter the nucsber of 
drawers, trays, shelves, etc., utilised, itois information along with that 
above can be useful In controlling effective utilisation of filing equip»nt. 

k. llfifeaarks. Show here the disposition action raeormaented. An 
official of the organisational unit responsible for the file ah odd be consulted. 
'2b& official should be ow who has knowledge of the value of the file froa 
an operating viewpoint and should be in a position of authority to 
determine retention periods based on the operating and administrative needs 
of the office. Since a records disposition survey is conducted primarily 
for the purpose of preparing a Records Control Schedule, inflation 
recorded hears will consist of a cut-off procedure, retention tim in office 
apace after cut-off, and the overall retention period (disposal standard) 
for the record dries. 'Use retention period, at this point of the survey, 
is based only on the administrative or operational value placed on the file 
by the 'users, this is a preliminary step in the overall evaluation process 
required in the appraisal of records. Final evaluation should be based on 
disposition criteria discussed in Section ?. 1 Mb space and the buck of 
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the sheet are also useful for recording ideas, conversation*, consents, 
or other inforaatioa pertaining to the records series not included else- 
where an the work Sheet. Such bits of Informatics often aid aterially 
in the evaluation process or in spotting or solving a record problem. 
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HB 


sacexotr v. aiapoBEficw ckizeria 

19* General * The analytical process applying; proper wal * e» to records 
in ter as of ti <o standards for their retention, of applying cut-off 
teermiq ;es for periodic termination of files# and of applying tlock dis- 
position procedures to concurrent files can be accomplished only by a 
taore»*gn study of cacti record aeries surveyed and tie careful application 
of criteria outlined in this section. 

20 . Evaluation of Records . The evaluation of records in tor & of their 
possible' .,se by "tie Agency and toe Federal Government is an essential 
preliminary to instituting procedures for tteir disposition. While the 
volume of recoids of permanent value created in any given year is negligible 
when co ’.pared to the total annual accumulation, it is i operative that this 
nucleus of records of enduring value be identified and preTerved. Once 
these x-ecords are identified the residue is of temporary Value which will 

be destroyed now or later, contingent oponr «hen this value diminishes or 
disappears. In establishing realistic retention periods it is assential 
•feist few recox*ds anaga meat officer identify the H office of record’’ for 
toe files he* is evaluating. Any organisational element that creates or 
receives records in the process of carrying out its assigned f.. net ions and 
responsibilities noxmally beco *x6 the office of record for documieating 
such activities. Offices of record range from the i;r mediate offices of 
the Director and his Deputies down through those of heads of Offices and Chiefs 
of Staffs , Divisions and Branches . For example, the office of record for 
preparation of the Agency budget is the Office of the Comptroller. Gere , 
the files documenting this function are x-otained permanently. Other Agency 
components evaluate their budget files as temporary wad ay dispose of 
them within a few years. In some instances, records of temporary value 
say be required to be retained for periods of time exceeding the period 
during which they are used for tae conduct of current business because of 
administrative or legal reasons. -Ttiaao recerds should be retiya4-to tha 
•heeor&a Center for the necessary retention parted and ultimate xktetroctloa* 

21 . per saoent Records. Perasexent records are those records which have 
enduring value in one or more of the following categories: administrative, 
legal, fiscal, or historical. The Archivist of the United States has 
described records worthy of permanent preservation as those reflecting: 

f i ) "‘2te organisation arid adrlMstrative history of the agency) (2) the 
policies it followed and the reasons for their adoption ; (3) its working 
methods and results) (4) its specific individual transactions so fax as 
they estaullsuod a legal status of any kind or as they may be presu.aed to 
nave a general and continuing interest) (5) the general social, economic, 
or other conditions wife: \ixicfa the agency dealt.” The aaxiu ” Sxperiaxvse is 
the best teacher" is a brief but adequate Justification and explanation of 
the basis ana necessity for the identification of records of the following 
types: 
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, a * . Adiai ^ i f i&r> ^ Te V«Iaa. The recording of experience in the broad 

•aa complex fSald of administrative rcanagamant , and of eoaal i mpo r tance 
JP**sarvation and or al 3 a bili ty for uaa of part experiences of t ril l. ? 
error* or success, fill ftvfxnUjr provide the aeons for More sou nd 
solutions of current problems. Record* worthy of preservation for thi« 
purpoaa axe directly dependent upon the degree to »«»<« *» authority la 
delegated to lower echelons. Broad discretion in policy and procedural 
aattera frequently is delegated to lower echelon actirlties Which mXm m 
Uosoly «»aln» the functions sad rasponalbl.li ties of an 
activity, particularly specialised types, to determine the value of its 
oorrespondenoo files, directives files, operations records, and reports 


h* legs! Value. The evaluation of records from the s tandpoint of 
thnir act ual or potential legal value is of extras* iagortance. Reduced 
to simple terns, It is the proceaa of determining whether s record, a group 
of records, or the data they contain, establishes s "legal status", i.e^T 
whettttr mm records affect the r&ghts or obligations of the United states 
Ctovsra aent, of ailitsry and civilian personnel of the Agency, or of 
private individuals or corporations that transact business with tbs 
United States Oovonmant. Among records having legal value are those 
furnis hin g the basis for action, such as legal decisions and op inions t 
financial and o* her documents representing legal agreansota, such aa i rs sirt 
titles, and contracts; and records of actio© in particular eases, such as # 
claims p apers and legal dockets. The importance of identifying such 
records fear the purpose of assuring their permanent or long ties preserva- 
tion cannot be ovaxac^feaslsed. Opinion of General Consul should always 
be requested la questionable ^ 


..^ c * fUcal ***«* worthy of preservation are 

“*^*1^ * i ' afl * Krt ^ dowslopcieat, preparation, submission, justification, 
and edjustioant of Agency budgets, and other selected group# of twcords 
vhi<d» account for the expenditure of funds. Standards es tablished for the 
Wteotio© of records of the General Accounting Office, necessary to account 
for the expenditure of funds, mil provide the guide for retention of 
similar Agency records. The Agency* s unique audit reqnlrwaents mil be one 
of the determining factors in the application of these standard#. 

d. Historical Value. Rome of the claeaes of records described in 
s, b, and c above, will prove to have historical research value. The 
?•****? of Archiviat of the United States, paragrajfc 21, la equally 
Jwkartptive of record# worthy of preservation for historical research, 
docuKsniii Which are in themselves "historical accounts" should be considered 
»r preservation. These documents include diaries, journals, and official 



STATINTL 
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22* Cut-off toctolaue . To PncUitote too disposition of files on an 
oi\ksriy~iaiii sySW etlc basis, the torutoatlon of file series at r eg u lar 
intervals and toa ttfttgKUatestBt of new files are necessary. This jsrocedure 
is known as toe cut-off technique or file lama arai peralta toe destruction, 
re tiro.. sent, or toemfer of files to ooqleto chrosolagical blocks saving 
easy hours to screening and servicing records. la applying cut-off 
tocfcniquoo ana should 'be aware that tmxmls are created primarily for use 
and not for disposition and. any conflict in cat-off procedure should give 
way to tbs operating mods, lit a word, fit the cat-off procckiare to the 
opera ting require -lent* . Cass of the following cut-off procedure© is 
applicable to ary ilia of the Agency. 

s, calendar >ar Cut-off* .ary file aeries in the A@»cy will require 
a cut-off on ft c»2.a»dar-y©ar basis. The procedure is to terminate files at 
the end of each calendar year and to establish a new file at the begtonirig 
of toe following year. 

U. piscai-Xe&r Cut-Off. fiscal and accounting caries of files fit 
into toe fiscal -year cut-off procedure . The procedure is to tsrutosta 
files at toft and of each fiscal year- and to establish a row file at the 
begtontog of toe following fiscal year. 

e. case File Cut-off. Certain eetagortos of files, aon sally referred 
to as ease files, such as todividuat paewaanel folders, project files, 
contract flies, and si. Alar types -not be si n tol m d to a current statue 
until the passing of an event. 3 p 2 cut-off procedure Is to place toe case 
in a nowaarreat file after separation o£ employee, co u ple t i ar. of ^sresject, 
filial payment of contract, or si.. Alar event-, Tto mneurreitt file is town - > ^ y 
terafcnetod periodically, t her-^Bjg^tt&on is effected, and a ;>rw aancuar cot 
file established. 

<1. other Cut-off Periods, files ay, for various reeacme, require 
cut-off periods of a lesser ti;*s than, prescribed to paragraph a. and b. 
above. m apply a 1 -snath, 2-:;onfcb> or G-enath cut-off procedure at least 
on© of too following factors should be present: 

(1) .lie filing armvje «itt is easily adapted to cut-off. 

(2) 3be file aeries 'has relatively short intention valise. 

(S) File space is Halted sad toe file series increases 
rapidly to voluae. 

(4) very little mfteasee is ..ado to files after cut-off. 

2}. Hock Uis^oaition . An effective dispositfoo program: requires block 
retire sent Aeatruction of records. To aeco pl.t to this objective,. it is ^ 
.uececseiy to have uniform retention periods for record to offiatf- files 
creafi sffcar ait-off. Generally, files that will be retained one year or 
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less after cut-off should be held in the current files area until destruction 
is effected. Cut-off records with longer retention periods will normally 
be retired to the Records Center after being held one year. Availability 
of storage space in the current files area and frequency of reference must 
be considered -when scheduling such records. 
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saerKH 7i. aaccpiB cokerol schedblsb 

2h. cteieral . Records Control Schedules ars U*e soen* for Ixpla. exiting 
t he records "deposition progra;;. Schedules are prepared fro:; Survey work 
Sheets after careful analysis of each record series inventoried. '3jey 
constitute the nucleus and foundatlo a for the effective ad Jrdotrstion of 
both the current and soncurrent records of an activity. Ttse schedule, 
althou^i used prl&rily for the purpose of effecting the preempt and system- 
a tic retiretwnt or destruction of ncacusxrrexrt records, also functions as a 
^Mlpg .:ediuuf and an ’ account' of the location, custody, anti disposition 
of both the current and noucurreui roeorda of an activity. Effective 
scheduling of records fox' disposition influences the raiatenencc of current 
files by necessitating various procedures for their sesregatlon, arrange ent, 
cut-off, centralisation, or decentralisation , etc. Sjqerleuce in the use 
of lecxsrda Contrul Schedule® boa firmly established the «©a& for systema- 
tising their application. The policies and procedure® assigned to obtain 
the objectives sought in yell ud-iiLlstered records soon become inoperative 
unless stops axe taken to: (a) eyste atically remind the activity having 
custody of records, of the eviration. date of schedules retention periods} 

(b) record -the disposal of each aeries of records when such is accomplished; 

(c) control ami record any change in the location of each aeries of records; 
and (d) iseriodioaJLly review the schedule fer accuracy and completeness. 

25. preparation of Schedules . Jhe proparatior. and r-aintenarxe, on a 
current basis', of' RecorcSn Cocti'ol Schedule® fox* the records of the Agency 
is a retpuire .>ent of the regulations issued under authority of the federal 
Records Act of .1950 . The impossibility for the preparation of Schedules 
is ineu bent upon the component Records lamgooaut -Officer. At least 
four copies of the Schedules will bo prepared and will cover all files, 
record and raxurecord, Maintained. i3be use of For.i 30 . 139. Records Control 
Schedule, and For.;; Iks. 139 s, Continuation Sheet, arc- reeo chided (see 
2adhib.lt i). These floras say 'bo obtained fsroia the Agency Records Adaini- 
©tx-stiem Officer ax id will be prepared as follows: 

a. lUuirtlfication of Schedule, .biter in 'the space captioned ' Office, 
Division, branch 4 ’ the specific orgsulsational element which the schedule 
pextairis, such as. General Services Office, Special Services Division, 
:-‘«chine Records Bmxaxh. Oach organisational elc ient down to the Branch 
level will begin on Fox*-. «o. 139 using a continuation sheet For- Ho. 139& 
for additional pages as required. In general the ^hysiaal aepemtion of 
files of an Office should be the determining factor ia deciding whether 
ached lies should be identified with units below Hie Branch level. 

b. IJchedule Ho. A nuhber will be assignee by the Agency Records 
Addnistration Officer upon appro***! of the S chedul e. 
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e. Coixarrenee . :inter In this speee the signature of the Chief of 
the orgenlaatlonal element (Srernch, Staff, or Division Chief) to which 
the schedule pertains. She signature of the Office Chief will he entered 
on the first page of the schedule for his irradiate office which will 
indicate his approval of the entire schedule. Uhls signature should he 
obtained after chiefs of all other organisational el© sjrrts of the Office 
have signed. 


d. Itea masher. Beginning with ifcesa number ace, list and nurfcer 
each series, starting with the records of th« Office chief and continue 
conaecutively through each organisational unit of the office* The use 
of aubiteii n a a shse s is permissible when subordinate file series are 

co- xponeut parte of an overall file (see Ss&IMt 2). 

e. Files Identification. One precise description of each aeries of 
records will be entered in this color aa . Ibis descriptive data requires 
the ufe.KMtt care in its preparation, in general, this data mist be 
sufficient to accurately identify the records and enable a determination 
of propriety of the disposition prescribed ftor them. Specifically, each 
file Identification will consist of five ela-amts, namely; The title or 
name of the file; description of docu exits of which the file consists; 

a brief stataaent of the specific function or operation incident to which 
the files are maintained; a statement concerning the filing arrangement; 
and inclusive dates of the file. 3©e paragraph 27 for instructicms for 
general categories of files. 

(1) Title of Records Series. Groups of records maintained to 
serve a specific purpose usually are identified by a name or designation 
which invariably coincides with the function the groups of records perform. 
The title should be descriptive, self-explanatory, and consistent with 
th tor sinology of the organizational clement using and maintaining the 
file. 


(2) A listing of several representative documents found in the 
file, such as, fora numbers and titles, titles of reports, office mo -oranda 
and correspondence , assists in identification . Such identification is 
essential because these same records m.ay be maintained In another file 
which serves a different function and say be disposed of after a lesser 
retention period. 

(3) Function of File. The administrative or technical operation 
incident to which the record series is aecuraulated and the fonctitaa the 
record series performs in connection therewith Is also essential to the 
identity of the records. In other words, this statement should answer: 

What operation car function created this record and for what purpose is 
this file used* An example of the function of a file accuaiLated 4 jo~-> 

,* the Agpn y in connection with security 

regulations requiring receipts for c i assifwd documents . JL^xt logically 
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be stated, "Him** documents reflect toe receipt and tranartealoa of 
classified docu. rents and are mtetainod as a control for security purposes . " 

(4) Filing Arrangement. As adequate statement of the filing 
arrange. ent will be entered next in the file* identification eoiaai. 
EbaMples of such state ents are as follows: "Alphabetiaally by Suraas.es" j 
" /Iptototieally by Subject"; Clerically by Requisition iJu.ijei-' ; 

Chroiiolaglcali/ ; ; etc. l3Us inforrcetion, in addition to being useful in 
the analysis of a file, is invaluable in detect! Jg the adequacy of the 
filing ayste.". and cut-off and retirexrerrfc procedure. 

(5) Inclusive Dates. toter the date (year only) of the oldest 
document in toe aeries and the date (year only) of the aoet recent 
docuv»ni. "23© effective application of the schedule can then be seasoned 
by a co'i^ariaan of toe cut-off aid disposition procodune with the irxluoive 
dates of the file. 


i ... Volu.®. aster toe volurae in tor. a of cubic feet for each file 
series. Fractions of cubic feet will be expressed in toiiths by use of the 
deci mal point, ^.g., 1.5, 20.3, etc. 8m volume for a file series, aeasurieg 
one- tenth foot or less will be entered as .1. Files which ha o been retired 
to the Records Center will not to included in the vol-.t se reported on a 
Records Control Schedule. 

a. Disposition instructloas . entries In this eoluto will to jade 
only after careful appraisal and evaluation of toe records series (see 
Section V ). 3ia coluai will consist of three elements and will to entered 
in toe order given below: 


(1) preface each instruction with the wand " lorrsamnt" or 
"Terqiori ary 1 ' which ever is applicable. 

(2) i5ie second element eoxisist© of toe phrase "Dispoe&l not 
authorised" if the records axe of penr janent value. Records of temporary 
value will cite a disposal standard, o.g., "Destroy after three years, 
"Destroy two years after audit, '’Destroy upon separation of employee,” etc. 

(3) by application of cut-off pi’ocectires as prescribed in 
paragraph 22, give ooriplete tostructions for toe cut-off and retin*sent and/ 
or destruction of toe files, Chase instructions :«y to indicated as 

Cut-off at end of each calender year; destroy 1 year thereafter," ‘ Cut-off 
at end of each calendar year; hold 1 year then transfer to Records Center.” 
"Place to noneurrent file upon liquidation of obligation; hold 1 year then 
transfer to Records Center.” 
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26 . ijatasrtal iacXuded fron Schedule . Certain type# of ..abarlal, because 
oaf the i4Arp£^ oi" a»e they serve/ will not be reported on a Becorda Control 
Schedule. So.® exa^dea are: stocks of blank forms and reproduction 
.mteriala each a» stencils and hectograph asters. Any qpastlona con* 
ceroing such materials should be referred to the Agency Records Administra- 
tion Officer. 


8?. Instructions for General caatagpriag of Files . fhe fallowing instructions 
will eovSmT^EEe^otoy of InforSfeiSn cBa 'acsbSii.l”®# relating to the title and 
disposition ii^tTOcticays of the files listed below: 


a. Extra copies of Agency publications, publications of other 
Governs: it agencies, eossaereial publications, and si.illar publications which 
are collected ai>d rjaintained in a ahparat© filing ayaten for reference 
purposes are considered as nonreoord .material. Examples of such publica- 
tions are copies of Agency Regulations, Agency tandtoooks, Intelligence 
Reports, Arty iegulations. Civil Service Regulations, trade journals, 
.agasioee, etc. On Records Control Schedules, these materials will be 
identified by title as 14 Reference Putoneation* Pile. 4 ' She disposition 
instruction will read "temporary. Destroy when superseded or obsolete or 
no longer needed for reference purposes.*' 


b. library mterial such as law books, .nodical books, and other types 
of books used for reference purposes but which have continuing value, both 
iaonetary and for reference purposes, will not be destroyed. Chi Records 
Control Schedules these books will be Identified by title as "library 
Material." 'She disposition instructions will iwd "Return to library when 
no longer needed for reference purposes." 


e. Extra copies of papers preserved only for convenience of reference 
are of a ronrecord character. Ssarjplcs of such papers are those m a in t ained 
in a reading or chronological file. On Record* Control Schedules, these 
papers will be ideartifled by title, such as ,! Converlance Filea {Biding)," 
or "Chronological Files/ and as an additional elesseat of the Filee 
ideoatificstion ocduiaa, a stataoent will be ssade as to the location of the 
official record, e.g., "Record copies filed in Division Object File," etc. 
tS» disposition instructions mrnally will provide for their destruction 
one year after cut-off period. 

d. ixtra copies of technical .atariais, such as iaotion pictures, 
sound recordings, still photographs, asps, etc. are of ao»-re«sa*d character . 
On Records Control Schedules this ..arterial will be identified by title 
as Convergence Files followed by the type of technical material in 
parenthesis, e.g., ''Convenient!® files (Sound ik^rdiugs), "Convenience 
Files (MBps)," etc. JS» disposition izurtructions will read: "taqparary. 
Destroy or salvage when superseded or obsolete or no longer nee de d .’" 
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86. Review and 
three copies (t 


tons i «tn be ss^dtbsA. to to Assarar 
Records A&idaiatration officer tor review and fti ~ 

a. IMs review is intended to ensure thstj 


(1) All reco cr w e nde d action* have toe eoMnmoow or certification 
of toe appropriate operating officials. 

(2) 9m retoefetet periods ere sufficient to aeet the noma! 
•ditoietretlw, le®*l> end fiscal reguire-ants of the Agency. 

(3) Records reorisaanided tor dispose! possess no interest to 
other eles wnie of toe Agency. 

(4) Records of continuing value are appropriately Identified 
and that instructions for their protection arc adequate. 

(5) ifecossassid9d disposals are covered by existing legal 
author i sstloaa . 


attained. 


(6) *Ebe purposes tor which schedules were prepared are being 


b. Records of temporary value for which Congressional disposal 
authority is required will be described by the Agency Records Administration 
Officer on Standard torn So. 115# ”R»®sest tor Authority to Dispose of 
Records * K After cocurdiaaticm with the Security Qfffioe, tee Office of the 
General Counsel* and other offices as necessary# a re pre s e ntative of the 
Archivist of the United States# previously cleared by toe Agency# will 
review the proposed disposals and nasise recon ea end at ioag to the Archivist 
for suhnission to Congress. Depending upon toe action taken by the 
Congress* adjustaents* if any* will be .rasd© to toe Records Control Schedule 
which :aay then bo approved tor application . 

29. idstrXbatioa of Approved Scheduler After final a&vovtu. of toe 
schedule •&'' Agency Records A^dlnistoaCioxi Officer will retain one copy# 
return a copy to toe appropriate eor^oaant Records itoargenemt Officer# and 
forward one to the Records Center. !Bse component Records ifenagewarfe Officer 
will furnish each organisational unit a copy of its anhedule. 
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SECTIOR VII. AFFLYdG RECORDS CONTROL SCHEDULES 


30* Application of Approved 
scheduling of record* la to e 


Ling of recor 

.J, aI-ZZ. "I. — ■*■*»“ « pxan ror tae retention, 

retirement, and destruction of record*, it 1* essential that the schedules 

operation ' Furnishing each organizationalunit 
* J opy . of 4 J* • <A f lule Providing guidance in using the schedule 

tTe^Se c^Sn^^r 2 ^ ^ ^S rdS di8 ^ aitioc P™6ram. However, 

* coitittued application of schedules, the component Records 

Management Officer must develop follow up techniques such as the following: 

a. Audit and Revision of Schedules. To he effective the schedule met 
Records Management Officers should periodically audit 
of organisational units to detect needed revisions. 
Revised items or schedules will he prepared on Form 130 or »« aT mm 

/“* BUbmltt * d f °a 8pproval b y the Agency Records Administration " 
bf J^ G +S r ! S ^S h T 26 ^ * AMlti0nal categories of records will have to 
^ schedules as new functions develop or are reassigned to an 

unit ; A 1 ® 0 certain records may be dropped from a schedule 
because of changes in functions and organisations. 

, „ . Sc Hedules. Additional items my be added to 

®^* du f e8 b y the use of decimal points. A new item would be placed in its 
logical sequencd by organizational element and the new item number would 

be assigned by adding a decimal point and item number, for example, the 
first new item falling between 11 and 12 would be assigned item number 11.1. 


(2) Deletions from the schedules. Series of records which have 
been discontinued and have been removed from an office either through 
transfer, retirement, or destruction will be deleted from the schedule. 


b. Tickler Pile. An effective and simple method for controlling the 
application of approved schedules involves the use of a "disposition tickler 
file.” This file can be established by using a 5" X &' card (Form 11.83) 
to list each item appearing on a Records Control Schedule (see Exhibit 6). 
The cards are filed chronologically by action date and serve as a reminder 
to take specific actions at specified times. The establishment and 
continued use of this file is assurance that authorized actions are being 
accomplished at the prescribed time. 


31- Related- Oehedule Controls . Although the Records Control Schedules 
Tire used primarily to effect the retirement or destruction of records, the 
proper scheduling of records also influences the maintenance of current 
files by necessitating various procedures for their segregation, filing 
arrangement, cut-off, centralization, or decentralization. The effectiae 
utilization of filing equipment and floor space will also be achieved by the 
timely and periodic disposition of records through the application of these 
schedules . Requests for filing equipraent should be reviewed by the component 

y lit , * 


\ 
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Records Management Officer to determine whether space and equipraect needed 
can be provided by applying the schedule, ibis is a very effective 
instrument of control and often makes possible important economies . 

32* Betlrenent ofRecorda . Records scheduled for retirement to tha 
Archives m& Records Canter will be transferred in accordance with 
instructions contained in Fart II of this Handbook, where the functions and 
services of the Center are described in de tail . 

33* Destruction of Records . Certain records* because of their short 
retention value, are scheduled for destruction in the current files area. 

Such destruction shall be performed. in accordance with any applicable 
Security Regulations. A record of destruction will be maintained shoving 
the schedule item number, file description and volume. The Tickler file 
can be used for this purpose. In addition to serving aa a log of destruction, 
this information can be readily compiled tor inclusion in the annual report 
required in paragraph 3. 
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EX HIBIT 1 

HB I 1 


LDG'L BACSODUND OF 3SC0RD3 BISRROITI,)!! 


^ialaUv B Background, The basic responsibilities involved in the 
scninistratien of a records program by an agency of the Federal Government 
xs incased upon the head of the agency by laws enacted by Congress .*nd 
Executive orders issued by the ores idea t of the United States. Although 
laws govern uig the disposition of records of the Federal Government have 
ooen enacted during nmy years past, it was net until the ear IQ& th»t 
the national Archives was established. It was designated as the Agency 
and facility for the preservation of the rsoords of the United States 
vovernnan-, that have enduring administrative, legal, fiscal, or historical 
vao.ua. uaus enacted at that time, Kid subsequent asendnants, dos-ribo 
uie .materiel* which are considered to be of a “documentary chera?. * and 
which are e&neoquontly designated “records." However, a relatively s mall 
percentage of the tremendous volume of documntery materials ow 4 uced or 
aoquiroa by Goyent-tent agencies qualify as records of enduring value ;md 
w-th few exceptions, the kind and quantity of records that an agency will 
precueo or acquire is not specified. She procedures for daterst'.nio'’' wlPeh 
records win be preserved end which will be destroyed are also ascribed 
by law to prevent the destruction of those records that hve enduring value, 
in br ..©£, «!« laws prohibit the destruction of Government records except if: on 
authorised by Congress upon the recomendstion of the ‘rchivist of the* 
united States. 

320 substance of the applicable statutes that, 
lorn the legal basis tor proaent-d y records mmagoaani progress in agencies 
of the Federal Government is as follows* J % as 

a 

, ** '? l ® kct whicii established the National Archives, approved 

zl Ju ”®, 1 -Ah ;t'ublic Law h3 2, 73d Congress) (U* BSC 3OO->.;0d), created 
Jno office of the Archivist of the United States and provides that all 
Tocovda belonging to tha Government of the United States shall ba under the 
charge and superintendence of she Archivist. Also created bv this Act 
was the National Archives Council whose function was to define the -lassos 
°* raat f risl to be transferred to the National Arrives Building ami establish 
regulations jmnung sues transfer} and advise the A Archivist with resoo -t 

to regulations governing the disposition and use of the Archives anti raco-ds 
transferred to his custody. jo, ores 


b *„ l ' n %ct w ofr the disposal ,.t certain rarer;. a of the 

united^ ota ^os _ ovexnaeat, approved 7 July 1>U3, as amended 6 July Ivht 
u/. oust. _ J| s>y 2 tat. i»3u) provides a definition of the word' 

^ - >;0t «l»o provides that the head of each 
**gsncgr of «he tnxteo states Governneni shall subnit to the 'rchivist} 
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(1) Lists of any records in the custody of the agency that have been 
photographed or micrephotograyhed and, as a consequence thereof, do not 
appear to have sufficient value to warrant their further preservation try 
the Government* (2) lists of any other records in the custody of the 
agency that Rrc not needed by it in the transaction of its current business 
and that do not appear to have sufficient administrative, legal, fiscal, 
research, or other value to warrant their further preservation by the 
Government! and (3) schedules proposing the disposal, after the lapse of 
specif lad periods of time, of records of a specified form or character 
that either have accumulated in the custody of the agency or that mey acoumu* 
late therein at any time a. ter the submission of such schedules and tint 
after else lapse of tee periods specified have insufficient administrative* 
legal, fiscal, research, or other value to warrant their further orossr- 
vation by the Oevonwant* tee National Archives Council- imdor authority 
of d;ia Act, established procedures for such submissions ami established 
standards for the reproduction of records by photographic or microphoto* 
oracle processes with a view to the disposal of the original records. 

c# An Act which transferred the National Archives Sstablishraont 
and function to tee General Services Administration, approved 30 June 15^9 
t Public La w 1 ^2, Olst Congress), also authorised tee Attn i • is t rater of 
General Services to survey Government records to determine the efficiency 
of records management activities. 

d. Die Act which defined the responsibilities of the Administrator 
of General Services for tee management of Government records, approved 
'* September lioO { Public Law 75>ii, 31st Congress), authorized the Administra— 
tor to establish a Federal Records Council, 'tee members of the Council 
include representatives of the legislative, judicial, and executive 
branches of the Government, tee Administrator will advise and consult 
with the Council, at least once annually, wite a view to obtaining its 
advice and assistance in carrying out an economical and efficient manage- 
ment of Federal records. This Act also provided that the herd of each 
l edor.d agency shell t cause to be > sd e and preserved, recor.-s contain log 
adequate and proper documentation of tho organisation, functions, policies, 
decisions, procedures and essential transact!, ns of the agency | establish 
and maintain an active, continuing program for tee econo- ticel" and efficient 
msn«ga3ent ^ of the raoords oi the agency* provide for storage, processing, 
an-ij. servicing of records that are uppr oprrato therefor© in a records center* 
snd d3vatdiis.i such s®f ©guards against the removal or loss or records as 
h© shall determine to ne cess-ry and as may be required by regulatic - n of 
tee Administrator. 


! 
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9f (Executive Order 105G1, "Safeguarding Official Information in 
the Interests of the Defense of the United States* * was issued 5 ;io vendor 
1953. Ibis order requires that defense classified doeucKsatary records 
material made or received by a department or agency in connection with the 
transaction of ublic business and preserved as avidan.ee of the organisation* 
functions* policies, operations, decisions, procedures, or other ac- ivities 
or any department or agency of the Govoraneni, or because of the informational 
value of the data contained f hero in* be destroyed only in accordance with 
the act of 7 July ljk3, as amended 6 July 1;-U5 S7 Stat. 360-363} 59 
0 tat* u3b ) * 

f. Congress also enacted laws providing for the punishment of indi- 
viduals who unlawfully destroy public records. Those law are quoted fro n 
Title 16, U.S.C., Section 2071. 

"(a) Whoever willfully and unlawfully conceals* removes, 
mutilates* obliterates, or destroys, or attempts to do so, 
or, with intent to do so t alt os and carries away any records 
proceeding, map, book, paper, document, or other tiling, 
filed or deposited with any clerk or officer of any court 
of the United Stales, or in any public office, or with any 
judicial or public officer of the United States, shall be 
fined not more than §2,000 or imprisoned not more than throe 
years, or both. 

K Vb) vihoevar, having the custody of any such record, 
proceeding, map, book, document, paper, or other thing, 
willfully and unlmbTully conceals, removes, mutilates, 
obliterates, falsifies, r destroys the smo, shall ba 
fined not more than $2,000 or imprisoned not more than 
three years, or both} and shall forfeit his office and be 
disqualified from holding any office under the United States# " 

g# To clarify the responsibilities of the Agency under provisions 
of statutes pertaining to Declare! records, 'site General Counsel submitted 
FOIAB5 m interpretation of existing Isms on 2 October 1. 50* In the opinion 
of the Sonordl Counsel it was the intent of Congress that the Agency 
I comply with the statutes whomever possible* l~ I 


STAT I 


FOIAB5 


STA 
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3* Agency Application ^ The administrative basin for th e Records Adnini- 
3 tration Program in the agency is contained in HE 
delegates responsibility for administration of the prog 


This regulation 
m to the Agency 


Records Administration Officer* defines the scope and content of the 
program, and assigns responsibility for its decentralized adainistrat 


STA 



> 


V 
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Conversion Factors for Measuring Records Holdings in Cubic Feet 


IMt of Measurement Cubic Foot Equivalent 

Correspondence n iles 

One drawer, letter else cabinet or safe 13 

Ctae drawer, legal size cabinet or safe 2 

One open shelf-file unit, letter size 2f 

One open shelf-file unit, legal size 3 


Card Files 

One linear foot, 1x5 cards 
One linear foot, 4x6 cards 
One linear foot, 5x3 cards 
or 1^,000 tab cards — — 


1/10 

!/6 

1/4 


Ot^er 


On® bookcase section 

Map cabinets and other out si zed equipment 


23 

Inside cubic 
measurement 


